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EVALUATOR MANUAL                                                  FACILITY EVALUATION/VISIT 
 

3-4150 REVIEW OF FACILITY FILE   (Continued) 3-4150 

 

The licensee is instructed to update the roster and return it to the Licensing Program 

Analyst with any required documents or verifications.  This form will be helpful when the 

Licensing Program Analyst conducts the visit to verify the background check status of all 

persons working or residing in the facility.  Whether the licensee returns the roster or not, 

the Licensing Program Analyst should print out a current copy of the roster to take to the 

facility for the visit.  

 

An individual with a pending status may not work or reside in the facility until he/she 

receives a clearance or an exemption.  If during the visit the Licensing Program Analyst 

finds evidence that an individual without a clearance or an exemption works or resides in 

the facility the Licensing Program Analyst must cite a Type A violation and assess an 

immediate civil penalty. 

 

For County licensed facilities, it is important for the Licensing Program Analyst to verify 

the background check status of all individuals associated with the home prior to a visit to 

the home.  
 
3-4160 DEFINITION OF FACILITY EVALUATION VISITS 
 
 Pre-licensing Visit 
 

Pre-licensing visits are conducted prior to licensure to ensure the facility meets licensing 
requirements.  If multiple visits are needed to verify that the facility has made the 
corrections needed to meet licensing standards, each visit is counted as a pre-licensing visit. 
 Pre-licensing visits are made by appointment. 
 
Post Licensing Visit 
 
Post licensing visits are made within 90 days after a facility accepts its first resident for 
placement following its initial licensure.  The department shall inspect the facility to 
evaluate compliance with rules and regulations and to assess the facility’s continuing ability 
to meet regulatory requirements.  The licensee shall notify the department, within five 
business days after accepting its first resident for placement, that the facility has commenced 
operating.  Post licensing visits are unannounced.  (Note: This does not apply to Foster 
Family Homes or Child Care). 
 
Required Annual Visit 
 
Required annual visits are completed to review the facility operation prior to the license 
anniversary date.  Required annual visits are unannounced, except at Foster Family Homes, 
where Licensing Program Analysts must schedule in advance with the licensee.  Required 
annual visits are conducted for any of the following reasons: 
a. When a licensee is on probation. 
b. When the terms of agreement in a facility compliance plan require an annual evaluation. 
c. When an accusation against a licensee is pending. 
d. When a facility requires an annual visit as a condition of receiving federal financial 

participation. 
e. In order to verify that a person who has been ordered out of  a facility  by  the 

Department is no longer at the facility. 
 
(See Evaluator Manual, Facility Evaluation/Visit, Section 3-4600 through 3-4620) 
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